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TITLE:
PROCUREMENT:  GOODS RECEIPT, DISTRIBUTION AND RETURN

PURPOSE/SCOPE:
To ensure that goods are received, checked, stored, delivered and returned in a consistent manner. 

RESPONSIBILITY:
For the distribution of purchase order requisitions and purchase orders is the Finance Office

For keeping records relating to the delivery of goods is the Head Storeman.

For ensuring that goods ordered were received is the originator.

For informing supplier of intention to return goods, the originator of the Purchase Order Requisition.

DEFINITIONS:
 

APPENDICES:
1
Requisition Form


2
Purchase Order Form


3
Central Stores Log Sheet


4
Delivery Service Form


5
Goods Return Form

RELATED

INFORMATION:


1.0
RECEIVING GOODS/SERVICES AT CENTRAL STORES

1.1
The green copy of Purchase Order and the yellow copy of the Purchase Order Requisition will be received from Finance Office.

1.2
The Purchase Order Number, Supplier, Room Number, Originator Name and Date Processed will be completed on Stores Log Sheet.  These log sheets will be filed, in purchase order number sequence.

1.3
The Purchase Order Requisition and the Purchase Order will be filed in outstanding Purchase Order file in purchase order number sequence.

1.4
When goods are received at the goods inward area, they will be signed for, and received into the central stores secure area.

1.5
A check will be made to agree a Purchase Order which corresponds to the goods received. The Purchase Order Number should be quoted on the delivery note.

1.6
Where the supplier has not quoted the Purchase Order Number, as instructed on the Purchase Order, the Head Storeman will notify the Assistant Finance Manager who will issue a standard letter informing the supplier that the Purchase Order Number must be quoted on all correspondence and that failure to do so will result in delayed payment. 

2.0
GOODS RECEIVED - CORRESPONDING PURCHASE ORDER LOCATED
2.1
Where goods are received, and a corresponding Purchase Order is located, then the delivery note received with the goods will be checked against the Purchase Order for completeness.

2.2
Where there is discrepancy between goods shown on goods received note and goods ordered (shown on purchase order), the goods which are outstanding will be marked on the purchase order. These incomplete received purchase orders will be kept in the outstanding file.

2.3
The originator will notify stores personnel of any shortage and any ‘to follow’ advice which the supplier has identified.

2.4
It will still remain the responsibility of the originator to check that goods ordered were actually received.

2.5
Where goods are obviously damaged then arrangements will be made to return the goods, see section 5.

2.6
Where goods were received complete as per the Purchase Order requirements, then the Purchase Order requisition, the Purchase Order and a photocopy of the delivery note will be filed in the Complete File within Central Stores. The order complete and date received columns will be completed on the log.

2.7
Goods will now be passed for delivery to originating department, see section 4.

3.0
GOODS RECEIVED - NO CORRESPONDING PURCHASE ORDER LOCATED
3.1
Where goods are received without a Purchase Order being raised, stores personnel will examine the Delivery Note to ascertain to whom the goods are to be delivered.

3.2
Where the Delivery Note indicates the originator or room location, the goods will be passed for delivery, see section 4. A copy of the Delivery Note will be filed in the problem file, awaiting a Purchase Order.

3.3
Where the delivery address cannot be found from the delivery note, Stores Personnel will use a knowledge of previous orders or type of goods in a bid to try and trace the originator.

3.4
Where Stores Personnel consider that they have traced the originator, a telephone call will be made to the originator to confirm the goods were ordered.

3.5
 Where the originator is found, the goods will be delivered, see section 4

3.6
Where the originator cannot be traced, goods will be held in the Central Stores secure area until either the originator seeks the goods or an invoice showing originator is received, the goods will then be delivered see section 4

4.0
DELIVERY OF GOODS

4.1
Details of all deliveries will be completed on Delivery Service forms, by Stores Personnel.

4.2
Goods will be delivered to originator, a signature from originator or recipient will be required, no goods will be delivered without this signature. 

5.0
RETURN OF GOODS TO SUPPLIER
5.1 To initiate a return, the originator must inform the supplier of the nature of the problem and request that the goods to be returned should be uplifted.

5.2
Where the supplier will uplift the goods, the date and approximate time of uplift should be obtained.

5.3
Where the supplier will not uplift the goods, Stores Personnel will arrange for return transport which will be charged to the originating budget.

5.4
A Goods Returned Form should be completed in all instances. Where the goods are to be uplifted by supplier, the date and approximate time of uplift should be included on the form.

5.5
The goods returned form must be completed, by the originator, and submitted to the Stores pigeonhole not less than 2 working days prior to uplift.

5.6
Goods must be securely and safely packaged, by the originating department. Central Stores do not keep a copy of boxes or packaging material.
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